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Above, Anson B. Campbell, author of KITTY 
UNFOILED, works on additional chapters of 
the book while on his vacation in Florida. 
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NAMES IN THE NEWS 


Kitty Unfoiled! 


The July issue of THE SECRETARY announced a new 
book, then without title, to be written about you and your 
secretarial profession. 


The book now bears the catchy name, KITTY UN- 
FOILED, and the author, Anson B. Campbell, has now 
completed several chapters. 


KITTY UNFOILED will be an interesting story of the 
American professional woman secretary interwoven with 
facts taken from the survey recently conducted by National 
Market Analysis, Inc., of Pittsburgh, among the 10,000 
members of the NSA. In addition to wrfn surveys, per- 
sonal interviews are being conductedgMvith secretaries 
throughout the United States. Already m@ii secretaries have 
written to Mr. Campbell giving valualgifinformation for 
use in the book. 












necdotes taken 
light, amusing 
tertaining. 


Although basically factual, nume 
from real-life experiences, combined 
style of writing keep the book lively 






nsylvania, plan 
1951. 


Reuter and Bragdon, Inc., Pittsbur 
publication of KITTY UNFOILED 





New cAssociation Editor 


Miss Gerardine C. Hill has been appointed Asso- 
ciation Editor for THE SECRETARY, effective with 


this issue. 


She is secretary to Mr. Urban Williams, Executive 
Director, Pittsburgh YMCA, and a charter member 
of the Pittsburgh Chapter. She served two terms as 
Recording Secretary and was Editor of “Pitt Patter,” 
Pittsburgh Chapter’s bulletin, last year. 


Miss Hill has been an active member nationally, as 
well as locally, having attended national, regional and 
state meetings. 





Miss GERARDINE C. HILL 




















COVER STORY 


Is our cover girl reminiscing over this 
year’s vacation, already past—or is she 
daydreaming about a spot to visit next 
year? Unless you take a September vaca- 
tion or two weeks late in the winter to 
go South, you’re back at work and ready 
for those busy winter work weeks. We 
suggest you take a few minutes off now 
and again to look back on your vacation, 
it'll pep you up. 
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THE SECRETARY 


Past National President’s 
1951 Convention Report 


Mrs. ELIZABETH R. SCOTT 


A convention, conference, assembly or meeting is suc- 
cessful only to the extent of how much you can take home 
with you—how much you have gained that will accrue to 
your benefit during the following year or years. 

Someone has said, “If you give me a dollar and I give 
you a dollar, we each still have just a dollar; but if you give 
me an idea and I give you an idea, we each have TWO 
IDEAS.” Let's bear that thought in mind while we are to- 
gether—exchange and develop new ideas and set new rec- 
ords. 

In fact, as I consider the factors that draw us together, 
there seem to be great and radiant sectors—more than mere 
inspiration. Our purpose is education; and we have at last 
completed the work of our true and lasting foundation— 
CPS — the professionalization of secretaries through ad- 
vanced learning — higher education. 

Education is a great psychological stabilizer for all of 

us. It fortifies the mood of a population who have and must 
face facts and hazards of life and, because of, or through the 
medium of education, orders them into patterns, as they 
should be, instead of losing them in fogs of wishful think- 
ing. 
We think of education too as an agency for character. 
I do not mean character in its negative aspect—in its capaci- 
ty simply to resist that which is evil. I'm talking about an 
entirely different kind of character—character triumphant 
in its affirmations, constructive in its recurrencies—moving 
steadfastly on a positive program to making great lives. 

I remember reading that character is an inner force that 
enables one to carry out a worthy resolution, after the mood 
in which that resolution was born, has passed away. And 
that the final test of character is not merely to determine be- 
tween good and evil, but to determine between present good 
and remote good, or to develop the capacity to deny today 
in behalf of tomorrow. 

That's the kind of character we need. It isn’t just result 
for today, but it’s the result that will benefit tomorrow. We 
need to develop the capacity to deny today in behalf of to- 
morrow. 

As we leave this convention and return to our homes, 
we will have enjoyed the companionship and entertainment 
afforded by these next few days. We will carry with us 
many of the thoughts and ideas that will have been ex- 
pressed during the programs arranged for us. I hope we will 
also carry home with us a sense of our personal value and 
responsibility to the economic development of our country. 

The science and art of our respective vocations embrace 
wisdom as well as knowledge—values as well as facts—and 
character as well as skills. 

But in hand with these goes still another art. This is 
the art of human relations. None of us can ever know 
enough about it. None of us must ever cease trying to mas- 
ter it. It is through education that we will be able to clarify 
the nature of the communistic challenge as a way of life as 
well as a way of government. We should understand what 
communism is, how it works, what means it employs to gain 
its ends. 

The National Emergency today places new demands 
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and new responsibilities upon everyone. We should enter 
into civic affairs, study governmental conditions and know 
what is going on around us. Often we are too busy doing 
things for ourselves, getting things for ourselves, to be very 
much concerned about the welfare of our friends or what's 
happening in the country. 

We're so rushed with this and that, we let the wrong 
people seep into our lives. We let the wrong people seep 
into power in our nation. We're so rushed that we even 
let someone else do our thinking. 

Radio commentators and newspaper columnists influ- 
ence our thoughts and opinions more than we realize— 
more than we like to admit. News comes in so fast it is dif- 
ficult to digest all of it, so we don’t try to figure anything 
out for ourselves. Instead we accept the tailor-made opinion 
of someone else. Many of us have favorites whom we listen 
to daily. We even quote them when asked to express an 
opinion on something. Theoretically, we have accepted 
these people as leaders, because their thoughts are our 
thoughts, and actually, we know very little about them, 
about their philosophy or what they stand for in the nation. 

The printing of a statement, or its utterance by an ex- 
pert, doesn’t make it true. Sometimes the presentation of 
facts is not complete. Even when facts are complete, they 
are often tempered, or colored by the perspective of the 
writer. 

We should school ourselves to the point of knowing 
how to get facts, how to figure things out for ourselves, at 
least do part of our own thinking. We should appreciate 
the privilege of meeting together in groups, like this, the 
privilege of opening our minds and expressing our thoughts 
in a free and easy fashion, a fashion made possible by virtue 
of the laws of our country. 

We take all of this for granted these days, with little 
thought of the sacrifices that went into the making of those 
laws, or the prices paid for our freedom. If we should pause 
long enough to refresh our minds we would realize that 
freedom is not free. It never was. We know that our free- 
dom was bought and paid for, paid for by our ancestors who 
lived and worked and fought and died. And yet, in spite of 
these life demanding costs, we know that our freedom 
hasn’t ever been paid for in full. Ever since that day we 
have been called upon to make never ending payments, and 
will probably have to continue to make them as long as we 
are hopeful and eager for better ways and determined to 
keep on being free. 

There is a great force in the world today trying to ham- 
mer people into zeros. We should never submit to anything 
we don’t understand, and it takes a mighty well informed 
person to understand all of it. Let’s not waste energy in 
criticism, however just, on how we got into the spot we're 
in—or who might be at fault, but let’s use that energy get- 
ting out of it. “Let us dare to do our duty as we understand 
it. 

A convention is a place to take inventory and make 
plans for the future. So, let us glory in past achievements 
for a moment; let us appraise our assets, analyze our liabili- 
ties and appreciate our heritage. 

May we approach the coming year filled with admira- 
tion for past accomplishments and with joyful anticipation, 
for there are still many and greater things to conquer. This 
has been a significant year in the history of our Association. 
Significant because we can celebrate several big achieve- 
ments as well as our one outstanding contribution to the 
Secretarial Profession. (Continued on page 10) 
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institute for certifying professional secretaries 


Dear Member of NSA: 


The first CPS examination was administered August 17 
and 18 at fifteen centers with examinees reporting as fol- 
lows: 


1. Hunter College, New York City ...........cccccccesssesns 93 
2. Los Angeles City College, Los Angeles, California.........13 
3. Northwestern University, Evanston, Illinois.....................30 
4. Ohio State University, Columbus, Ohi .......0....0..0.00.00...38 
5. Queens College, Charlotte, North Carolina.................... 7 
6. Syracuse University, Syracuse, New Yoork............... 11 
7. Texas Western College of the University of 
RG PEGs MRI coeds Seite asserccceovnsopspcdicstentgadctantiatc 3 
8. University of Chattanooga, Chattanooga, Tenn...........16 
9. University of Denver, Denver, Colorado .............00...14 
10. University of Houston, Houston, Texas 0.0.0.0... 2D 
11. University of Michigan, Ann Arbor, Michigan......... 21 
12. University of Minnesota, Minneapolis, Minn............. 4 
13. University of Oregon, Eugene, Oregon o.oo 1 
14. University of Washington, Seattle, Washington........... 5 
15. University of Wichita, Wichita, Kansas oc. 6 
CIN sake eke eek aytatedca ata 287 


Sixteen centers were originally planned. No one, how- 
ever, selected the University of Utah, Salt Lake City, Utah, 


so it was dropped. 
As soon as the test papers are returned, they will be 


sorted and sent to business education representatives of the 


by DR. IRENE PLACE 
Acting Dean of Institute 


Institute for correcting and grading. It is hoped that the 
results can be reported by January, 1952. 


A two-day meeting of the Institute is scheduled for 
September 7 and 8, Blackstone Hotel, Chicago, Ill. Among 
the problems to be considered at that time are: 


1. The selection of a CPS certificate design. 

2. Minimum passing grades for each of the six sections of 
the examination. 

3. Dates for the 1952 examination. 

4. How to determine centers for the 1952 examination. 

5. The preparation of 1952 examination content. 

6. The establishment of procedures for “researching” future 
examination content. 

7. The establishment of a financial program for the CPS 
program. 


The 1950-51 Board of Directors of NSA has sent me a 
check for $500 as a token of appreciation for my efforts in 
behalf of CPS during this past year (The Institute was 
created in July 1950, and development of the examination 
was begun immediately thereafter). I wish to express my 
very sincere appreciation of this honorarium. Be assured 
that I continue to serve NSA and its certifying program to 
the very best of my ability. 

Cordially yours, 
Irene Place 
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‘‘My typing station’s complete 
... With fine-a-time” 


Busy secretaries are typing faster, more easily, more 
accurately than ever, as Remington Rand’s Line-a- 
time completes the modern, efficient typing station... 
holds copy “right before their eyes” in natural reading 
position! These secretaries make good use of effort- 
saving Line-a-time features like — 


EXCLUSIVE TRANS-VUE LINE GUIDE— Underscores copy line 
... permits full view of next several lines to catch pen- 
ciled-in changes. 

NEW SPACE-CELECTOR-for instantaneous choice of spacing. 
EXCLUSIVE TURN-A-PAGE POCKET —for “fumble-proof” 
page turning...secure page holding. 


EYE-EASY LIGHT-CONDITIONING — angles copy for maxi- 
mum lighting and readability. 

ae \ Join the fast-growing ranks of 
secretaries who are producing 
more with less effort—with Line- 


a-time...the world’s finest copy- 


\ | holder! 
" at \ 
oe SEP | qrrce LINE-A-TIME BROCHURE 


on | —YOURS FOR THE ASKING! 


ont ie 





Remington Rand Business Machines & Supplies Division 
Room 2217, 315 Fourth Avenue, New York 10, N. Y. 














l 
| 
( Please arrange for a demonstration of the New Line-a- 
time in my office—no obligation, of course. . 
| (CJ Please send me folder RSL 212 on the New Line-a-_ | 
| time copyholder for faster,easier, more accurate typing. | 
aa ! 
Firm - 
| Address. ] 
; City Zone. State 
= 
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Letters 





from readers 


Fairmont State College 
Fairmont, West Virginia 
Sir: 

Would you care to send me one—or several—copies of 
your report on the characteristics of secretaries which pre- 
sents the results of a mail survey conducted by National 
Market Analysis? 

I was impressed by the discussion of this report in 
Printers’ Ink of July 20 and would like copies for use in my 
secretarial classes at Fairmont State College. Also, I think 
this material might be particularly helpful in teaching some 
of the facts of market analysis basic to writing sales letters. 


Very truly yours, 
Marjorie Hunsinger 


Odhams Press Limited 
96 Long Acre, London, W.C.2 
Sir: 

I understand that you published recently a report on 
characteristics of secretaries based on research. 

We are engaged in similar activities for the publications 
of this company and know that our American friends are 
ahead of us in the technique and presentation of market 
research. That is why I would like to ask you to send me a 
copy of your report because we want to learn as much as 
we can. 

In the case of my being able to be of assistance to you | 
in this country I shall be very pleased to do my best. 


Yours faithfully, 
Max K. Adler 


Hearst Magazines Inc. 
57th Street at 8th Avenue, New York 19, N. Y. 
Sir: 

We note with interest, publication of your survey on the 
average American secretary in the July 20, 1951 issue of 
“Printers’ Ink.” | 

We would very much appreciate receiving a copy of 
this material for our files. 

Thank you. 

Very truly yours, 
Luke J. McCarthy 
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by HOWARD P. REUTER 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


In our last article we discussed the elements of 
a contract. We found that an offer must be communi- 
cated to the offeree; that an offer to be the subject of a 
contract, must be seriously intended; that the offer 
must be definite and certain, and that a counter-offer 
cancels or operates as a refusal of the original offer. 
The counter-offer may then be accepted or rejected by 
the original offeror. 

To illustrate: Joe Putt Putt offers to sell Vulgar Boat- 
man 24 outboard motors for $50 each. Boatman writes Putt 
Putt, “I'll buy 12.” Putt Putt sells all 24 to Leakalittle Boats, 
Inc. Can Boatman recover damages for breach of contract? 
Boatman did not accept the offer as made. He changed the 
terms, thereby refusing the offer. His proposal to buy 12 
was a new offer, which Putt Putt could accept or refuse. 

Only the party to whom the offer is made can ac- 
cept it. A person can choose with whom she wishes to 
deal, unless it is an offer open to the public. 

Elmer Birdbrain, a songwriter, 
offered Ella Phunt, a titian- 
haired warbler of some propor- 
tions, $500 to sing his new song, 
“Lizzie, You Make Me Dizzy” on 
her radio program. Ella refused. 
Della Kut, a petite blond singer 
on the same program, overheard 
the conversation and sang Elmer’s 
new number on the program. 
Birdbrain was both surprised and delighted with the rendi- 
tion but when Della Kut demanded the $500, he refused. No 
contract had been made. The offer was made to Ella, not to 
Della. 

Just as an offer must be communicated to the of- 
feree, so the acceptance must be communicated to the 
offeror. 

Prior to the time an offer is accepted, it may be 
revoked by the offeror (except in the case of an option, 
which we shall discuss in a subsequent article). 

The revocation must be communicated to the offeree. 
Where offers are made by advertisement, they may be with- 





drawn in the same manner even if the reader did not see 
the revocation. 

If an offer names a time limit, expiration of the time 
before acceptance, revokes the offer. Above we noted that 
a counter-offer or changing the terms of the original offer, 
constitutes a refusal. 

If the offer has been accepted it cannot be withdrawn 
thereafter. 

Where an offer is made by mail or telegram, ac- 
ceptance through the same medium is effective when 
the acceptance is deposited in the mail box or given to 
the telegraph company. 

Swoon Perfumes, Inc., sent a tele- 
gram to Eura Dander, offering to sell 
100 gross of “Evening Conquest” for 
$2000. Eura wired at 3 p. m. the same 
day accepting the offer, but the tele- 
gram wasn’t delivered until 9 a. m. the 
following morning. The contract was 
entered into, and effective, at 3 p. m. 
when acceptance was delivered to the 
telegraph company. If Eura had sent a 
letter which Swoon Perfumes received 
at 10 a. m. the next day, then 10 a. m. would have been the 
effective time of the contract. Let us assume that Swoon sent 
a wire, which Eura received at 4 p. m. on the first day, te- 
voking the offer. Was the withdrawal effective? No. The 
withdrawal was too late; the acceptance had been delivered 
to the telegraph company at 3 p. m. However, if Eura had 
accepted by mail, such acceptance would only take place at 
the time it was received, and the revocation would have 
been in time. 

If the offer states that the offeror must receive the 
acceptance before it is effective, then deposit in the 
mail or notice to the telegraph company is not suffici- 
ent, as acceptance must comply with the terms given 
by the offeror. 

Lou Knee offers, by mail, a carload of nuts to A. Sylum 
for $1000 on January 3. B. Smart offers Knee $1200 for the 
carload. Sylum sends a letter to Knee, mailed and properly 
addressed, accepting the offer. Knee never receives the 
letter and sells the nuts to Smart. Sylum can sue Knee for 
damages. Acceptance was in the same manner as the offer 
and took effect when mailed. Had Sylum sent a telegram, 
which was lost, he would not have a right of action against 
Knee because acceptance then would only take place when 
Knee received it. Cute, Eh?? Enough to drive a secretary 
right out of the boss’ office. 

We take leave until next month, with a quip taken 
from LAUGHTER IS LEGAL by Francis Leo Golden, pub- 
lished by Frederick Fell, Inc. “Some time ago a woman pre- 
sented herself at a registration booth with the intention of 
enrolling and casting her first vote in the coming election. 
She gave her name, address, and her age. Then the clerk of 
registration asked her this question, “What party do you 
affiliate with?” 

The woman’s eyes popped. “Do I have to answer that 
question” she demanded? 

“That's the law” he told her. 

“Then you jes’ scratch my name off the books,” she said. 
“If I gotta tell his name, I don’ wanna vote. Why, he ain't 
got his divorce yet.” With that she stalked out. 
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“Beauty is 


‘Your “Business 


by GEORGIA CASH 


To continue with our theme of “scheduled days” in 
order to have more time for the things we want to do, we 
come to night-time. With seven nights and very little day- 
time in each week, we should try to get all our domestic 
affairs taken care of then. 

Clothing, nails and hair are the main problems to be 
tackled—clothes must be kept clean, ironed, brushed and 
mended, hair shampooed and set, nails (both finger and 
toe) cared for. Two nights a week are sufficient to take care 
of these matters, IF YOU PLAN IT THAT WAY. 

Keep hose and undies rinsed out nightly while waiting 
for your bath to run (no showers at night, please, unless 
you are going out. After your busy—and often hectic—day 
you need the relaxing comfort of a warm, scented tub). 
Then set two nights aside for “doing” blouses, slips, wash 
dresses, shampoos, nails, shoe polishing, etc. You'll find 
that if you plan particular nights for certain chores and 
see them through, they WILL get done. We particularly 
recommend Monday and Tuesday nights. For one reason, 
you had a busy weekend (we hope) and need to get to bed 
early and, reason number two, you don’t want several days 
between shampooing and manicuring. Someone important 
might call later on in the week and you'd certainly hate not 
looking your prettiest. 

Here are some time-saving tips on laundering your 
clothes. Always make a good suds with a light powder or 
liquid soap—never use coarse or strong soap as it is much 
harder to rinse out. Locate “spots” before wetting your gar- 
ments and gently rub them out with suds. Use a small 
amount of starch (there is a nice scented one to be used 
in cold water) in the last rinse water for cotton dresses and 
blouses. Keep a good tint on hand for brightening faded 
underthings and hose. 

To save time as well as to cleanse your nails thoroughly, 
remove the polish and file and oil them before doing your 
washing. On the alternate work night, the ironing should 
be done before polish is applied. Toe nails require a pedi- 
cure only twice a month usually, whereas finger nails will 
have fewer “breaks and splits” if you do them each week. 

On your alternate work night, dampen clothes to be 
ironed, roll them in a bath towel and put them in the re- 
frigerator (this makes ironing much easier since there will 
be no dry spots). While waiting for ironing time, go over 
the rest of your wardrobe and separate those garments to go 
to the cleaners, being sure to remove the buttons and 
shoulder pads. Some garments will have only a spot or two 
to be removed—place these over the ironing board with a 
towel under the spot and remove according to the directions 
on your cleaner (this is also a good time to brush your 
woolens, polish shoes, check for run over heels, replace lost 
snaps and buttons, and do necessary mending). , 

Before starting your shampoo, hold your head far over 
and blow against your cheeks to force the blood into your 
face and scalp. Take fists full of hair and YANK. Cover 
your entire head in this manner to stimulate your scalp and 
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complexion. After the shampoo absorb as much moisture as 
possible with towels then brush your hair almost dry before 
setting. Setting the hair too wet (especially for over-night 
drying) tends to dull the hair and causes “mildew” which 
robs the hair of its color and gloss. 

All your “at home business” is taken care of in two 
nights and you have five beautiful free evenings for read- 
ing, studying, plays, art, friends or romancing! 





dates to remember 


SEPTEMBER: 22-23 
Northwestern Regional Meeting 
New House Hotel 

Salt Lake City, Utah 


OCTOBER: 6-7 

Northwestern Regional Meeting 
Davenport Hotel 

Spokane, Washington 


OCTOBER: 26-28 
Southwestern Regional Meeting 


Cape Girardeau, Missouri 


Northeastern Regional ITI Meeting 
Fort Shelby Hotel 
Detroit, Michigan 


NOVEMBER: 2-4 
Northeastern Regional IT Meeting 


Lawrence Hotel 
Erie, Pa. 


NOVEMBER: 9-11 
Southeastern Regional Meeting 
Birmingham, Alabama 


NATIONAL CONVENTION 
JULY 23-25 
WASHINGTON, D. C. 
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Woman’s Place in the World 


Madam President, Distinguished Guests, N.S.A. Members: 


I am proud, very proud, that I, a left-handed secretary 
who can’t take dictation, should have the privilege of talk- 
ing with you this afternoon. As I look around, I find not 
only am I surrounded by a multiplicity of beautiful women, 
but intelligent ones as well. I believe there’s an old saying 
of “Beauty versus Brains.” Let's change that right now to 
“Brains versus Brains and Beauty.” Okey? 

I have been asked to talk with you about “Woman’s 
Place in the Business World.” It is fitting that a man discuss 
this with you since, supposedly, and I guess, actually, busi- 
ness has been a man’s world for a long time. Perhaps what 
I am about to say would be considered an “admission” by 
many men. However, I have long believed that there is a 
definite place and need for women in business, and so I 
am most grateful for this opportunity to talk with you. 

You know, I am going to make a confession right now, 
but I know all the bosses will agree with me and forgive 
me for making this statement. A capable secretary is essen- 
tial to the success of a business man, and through his sucé 
cess to the success of the business. 

The romance of woman’s entrance into the business 
world is intriguing. Woman has struggled for many years 
to gain recognition in that field. She now has achieved that 
because she has proven herself to be more than worthy of 
it. We find women holding positions of executive capacity, 
which were never permitted to be held by them—and I in- 
cluded in this group you executive secretaries who have 
proven that skill in shorthand and typing is not your only 
qualification. 

We also find women who are heads of businesses. They 
are most successful and well respected by their masculine 
contemporaries and colleagues. 

Why? What has finally brought this about? It’s been 
woman herself, who proved that actions speak louder than 
words! 

Her judgements and viewpoints are respected. She has 
vision and this is an important requisite. 

She has courage. She was challenged, so to speak, but 
being stout of heart and having unbounded spirit, she ac- 
cepted this challenge and proved that there is a place for 
women in the business world. Oh, it was a struggle for the 
“pioneers,” and I don’t use this term loosely, but they were 
determined that they be recognized and accepted. 

A keen eye for detail is a necessary, but very often over- 
looked factor in the success of business. Woman possesses 
that quality to a very high degree, and, with it, the patience 
to tend to and dispose of the many, many details which can- 
not be ignored in any office if success is to be achieved. 

Further, women are orderly in their work, which causes 
them to handle the little details right along with the bigger 
problems, so that when they complete a project they have 
undertaken, the entire job is done. There can be no greater 


efficiency! 


by JAMES E. BRAWNER 


Cincinnati Branch Megr., 
Panama Beaver, Inc. 


Women in the business world, and I speak of success- 
ful business women such as you, are interested in a project 
they are pursuing. They are concerned about the appearance 
and quality of the job they tackle and want to be proud of 
the completed task. They say to themselves: “I am respons- 
ible for this job that has been given to me.” You do it, 
don’t you? Your subconscious mind guides you, and this is 
good, isn’t it? I think you will agree with me on this score. 
Is there any question, then, why they are accepted as heads 
of businesses, and are successful in their undertakings? 


They are conscientious, and are not clock-watchers. 1 
am sure all of you have had under you, at some time or 
other, a person who was only interested in when she went 
to lunch and how quickly she could get away from her desk 
when it was time to go home. Funny, isn’t it, how difficult 
it is for that type of person to get to her desk when she re- 
ports for work? This type is truly a clock-watcher. A suc- 
cessful business woman, however, is a time-watcher—not 
a clock-watcher. Time is important to her in that it means 
the difference between the success or failure of a project! 

Through education, self-training, and her association 
with men in business, she has learned to quickly arrive at 
the crux of a matter. Thus she is able to make “on the spot” 
decisions, and is qualified to handle executive problems. 
Woman’s sensitivity is another highly valuable asset to 
business, and I don’t mean that sensitivity that is usually 
thought of as the quality which causes them to break into 
tears, but rather, their sensitivity to situations and to the 
feelings of people. Their qualities of tact, delicacy, and a 
genuinely warm feeling for all humanity are truly needed 
and appreciated in the business world. These qualities, 
which alleviate the usual cold, impersonal administrative 
procedures, are most gratifying, not only to customers and 
clients, but also to fellow employees, and tend to create 
much more harmonious working relations—a thing of great 
value, indeed, to business. 

Then, too, the cold routine of business is softened by 
the charm and graciousness of woman, as expressed through 
her gentle manners, excellent grooming, fine speaking voice, 
and pleasant facial expression. 

We all know that a highly valuable asset to any man in 
business is the sense of loyalty shown by the people who 
work for him, and it has long been recognized that woman's 
sense of loyalty is as strong, if not stronger, than a man’s. 
I ran across this thought on loyalty, by Elbert Hubbard. I 
quote: 

“Loyalty is not a mere matter of brain capacity; 

success does not go to those who know the most— 

it gravitates to those who are true to the cause they 

undertake.” 

But not of lesser importance than Loyalty is Trust. They 
are inseparables. What would trust be without loyalty, or 


vice versa? 
(Continued on page 12) 
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Significant too because of opportunities presented to 
us to serve our cause further in years that lie ahead. The 
past year has been an expensive one too, expensive and prof- 
itable, as you will know when you hear the Treasurer's Re- 
port. It has been expensive because it has been a year of 
expansion, a year of research and development, a year of 
profitable activity. 

Many things have virtually snapped into place, big 
things that we are going to feel and reap benefits from in 
years to come. The Board of Directors has taken advantage 
of many opportunities, branched forth in many new ven- 
tures, ventures which were not merely started and left dang- 
ling. They have been completed and are working to the ad- 
vantage of the Association. 

We no longer must report outstanding indebtedness. We 
owe nothing except current bills. 

After the annual audit was completed and a study made 
of our financial statement, it was the unanimous decision of 
the Board of Directors that we transfer approximately one- 
half of our operating surplus for the year just past to the 
CPS account. 

Never before have we been faced with a decision of 
what to do with a surplus. There are many worthy causes 
for which that money might be used, but the Directors feel 
we have one main project before us which is of vital im- 
portance, to which chapters and individuals have contribut- 
ed. We should see that through first. 

It is expected that CPS will pay for itself eventually 
and return our investment. But as a business concern with 
any new venture, for the next year or two we must be pre- 
pared to meet any deficit that may occur because of CPS. 
It will not stand on its own feet this year. 

In addition to all of this, the budget for next year is 
clear. So, even though it has been an expensive year, through 
hard work and careful management we have produced the 
money we have spent, plus a considerable amount more. 

The Association is in better condition than it has ever 
been. 

At the convention last year the delegates said what they 
wanted was result. Result in the line of progress. We have 
done our best. 

In submitting my report to you for the year just past, 
it is not necessary to quote statistical data or to refer spe- 
cifically to our many activities. You have been kept up to 
date on this information all through the year. 

I do want to comment, in a general way, though, on 
several items that seem to me to be of particular significance. 

First, the merger of Secretaries International with our 
Association. This merger has worked to our mutual benefit. 
The former members of Secretaries International came into 
our Association in a most enthusiastic manner and have 
remained that way. They are sincere, loyal, excellent mem- 
bers whose talents have proved invaluable to NSA. 

Well, I remember those tense moments last year, while 
we awaited their answer to our invitation. How happy we 
are, and how proud we are to be housed all together, under 
one big roof this year, making plans for the future. of our 
Association. , 

Secretaries International had set up a corporation and 
made plans for a Secretaries Resort Home, toward which 
fund they contributed regularly. These monies were ac- 
quired by us through the merger and we now have a Nation- 


al Secretaries Home Association in which we have the 
$2,000 in bonds contributed by Secretaries, International. 

As time goes on we hope to add very materially to this 
fund. 

Another accomplishment of the year just past is the 
collection from the Executives Guild (The Buftons) of 
their department to us or long standing. This we were able 
to do without a lawsuit, thus closing the final chapter with 
the Buftons. 

It was necessary during the year to move our headquar- 
ters office, and to make some changes in personnel and op- 
erating policy at that office. This, of course, came under 
duties of the Board of Directors and was handled by them 
without any inconvenience to the chapters. 

We were candid, and cited facts where policy needed 
change; then invited scrutiny of our arrangements—imper- 
fect as they are—in comparison and contrast with the sys- 
tem of the past. We felt reasonably confident about the re- 
action of those who really examined these procedures. 

We have a new insurance program which gives us far 
greater coverage and many more advantages than the old 
policy. The Commercial Casualty and Metropolitan Casualty 
are really one and the same. 

They are taking our membership by states and it may 
be they have not reached you yet, but they will, and if you 
are in a special hurry about it, write in to headquarters of- 
fice and that will speed them up a little. 

The present Board has considered and approved an ar- 
rangement with the Balfour Company, Attleboro, Massa- 
chusetts, to handle our jewelry requirements. I believe they 
are the largest manufacturers of fraternity jewelry in the 
United States, a very fine, reliable concern, and we feel con- 
fident the merchandise received from them will be superior 
to any we have had in the past. We are passing our recom- 
mendations to the new Board for action. 

Because of our many and varied activities the Associa- 
tion has become known nation wide. We are constantly be- 
ing called upon to assist with civic and even governmental 
affairs. 

Many chapters have asked why we do not contribute to 
one national charity project. Do you think it is better to 
divide our charities? By that I mean, if a chapter in a cer- 
tain city contributes to the charities in that city, or through 
that city, the chapter becomes known to the city officials, 
its name is placed on record, sometimes a bit of publicity 
comes about because of it. If, in the future, that chapter 
might wish to ask a favor, its members know where to go 
and the record speaks for them. 

Whereas, if we made one national contribution, the 
monies contributed in one lump sum would be larger, but 
the credit would perhaps go to our headquarters office and 
in no way assist the local chapter toward recognition. I feel 
it is far better for each chapter to handle its own charity 
program. There is a great satisfaction in the things we do 
for charity. 

In addition to all of this, we have made the time to see 
that the work of CPS has been carried forward to comple- 
tion. I am indeed grateful to the many members, the impor- 
tant executives of business concerns, to the colleges and 
universities who have assisted, as well as to Dr. Irene Place, 
without whose able assistance we might still be trying to 
arrive at the proper procedure. 

For three full years I have given far more time to CPS 


than I have to my own very fine job in Denver. And for 
(Continued on page 12) 
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Miss AUGUSTA V. HURST 


SECRETARY of the month 


The President of the Selas Corporation of America, Mr. 
Frederic O. Hess, is indeed a lucky man, for he has as his 
secretary Miss Augusta V. Hurst, former president of Lib- 
erty Belle Chapter, NSA, of Philadelphia, and at present 
State Advisor for the eastern half of Pennsylvania, known 
to her friends as Buddie. 

To serve as secretary to Mr. Hess, Miss Hurst has to be 
quick and efficient, for Mr. Hess is as active a clubman as 
he is an executive, and Buddie has to take in her stride his 
activities as President of the Gas Appliance Manufacturers 
Assn., National Councillor of the Chamber of Commerce, 
U.S.A., and member of the Boards of American Gas Assn. 
and National Manufacturers Assn. We wonder how she has 
the energy for any outside activities, let alone the inclina- 
tion. But you know the old cliche “to get something done, 
ask a busy person”—and it continues to be trite, but true. 





Buddie is a native Philadelphian, having attended public 
school there supplementing her education with evening 
courses at New York University in psychology and ad- 
vanced secretarial training. She also studied office and per- 
sonnel management and industrial psychology at Temple 
University. 

Those of you in Pennsylvania need not be told what an 
all-out job she has been doing for NSA as State Advisor, 
for her informative and complete bulletins have been com- 
ing to you regularly and you know how hard she has 
worked to see to it that the Chapters to whom she is re- 
sponsible have had the benefit of the latest in National and 
State doings. 

A fine friend, a loyal member of NSA and a worthy 
person to be recognized as “Secretary of the Month.” 
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three full years, every place I have gone in the four corners 
of the United States, the hue and cry of the chapters has 
been, “When will we have CPS? What is holding us up? 
We have sold NSA on the strength of CPS and we feel we 
are entitled to it,” etc. 

We no longer need to ask these questions. We no long- 
er need to wonder. We have CPS. It is here. All you need 
to do now is to take advantage of it. 

It wasn’t easy, I assure you. A considerable amount of 
the Association’s money, as well as a considerable amount 
of our own personal money, has gone into operational ex- 
penses for this project. Now that it is available, I sincerely 
hope that each and every individual present (as well as 
hundreds who are not) will prove to all of us that you 
really wanted CPS by taking the examinations next month. 

While on the subject of CPS, I shall take just a moment 
to answer one question that has been asked by several of 
our members, that is why CPS examinations are open to all 
and not given to our members exclusively. 

I shall not go into statistical data for I believe Dr. Place 
will cover that in her report. But in this connection, there 
is one paramount thought in my mind, in addition to the 
reasons Dr. Place will enumerate, for they are important 
too. CPS has never been thought of as being for members 
alone, but rather as our contribution to the Secretarial Pro- 
fession, to the future. 

CPS will mean more to secretaries of the future than it 
will to some of us who have been in that field a long time 
and are well established. We did it the hard way; but in so 
doing we can see how the road can be made easier for fu- 
ture generations. Even though you feel your future is as- 
sured, CPS has definite benefits for you. 

Where would our Nation be today if all of the people 
who had and have ability to do things, sat still and po pi 
ing, simply because their efforts would not accrue to their 
benefit. We would call that selfish, wouldn’t we? 

Take for instance the 19th Amendment to the Constitu- 
tion of the United States, which gave women the right to 
vote. (I use that as an illustration because it is very near 
to us.) The adoption of that Amendment was the result of 
82 years of hard work, and two of its most ardent propon- 
ents were men (Henry Ward Beecher and Ralph Waldo 
Emerson). They knew definitely in the beginning they 
would never benefit by the passage of that bill. To them it 
was another step in the progress of our Nation. They gave 
it all they had and succeeded, and we have been reaping 
the benefits ever since. 

George Peabody says education is a debt due from pres- 
ent to future generations. With CPS we are paying our 
debt to society. But we like to refer to it as our contribution 
to the future—and what better foundation or purpose could 
NSA have than to serve as a betterment to the future prog- 
ress of the Nation! 

The road ahead isn’t easy. There’s an immense amount 
of hard work to be done. But with strong and humble faith 
in ourselves, and determination to meet our responsibilities, 
I am confident, and I am sure you're equally confident, that 
nothing will stop NSA. 

You will remember my first words to you when I took 
oath as National President two years ago, “Cooperation is 
the backbone of achievement.” 

Please give the same undivided loyalty and assistance 
to the new officers that you gave to us. If you will, our ceil- 
ing is unlimited. 
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For centuries man has looked to woman to lead him 
along paths of righteousness. Just why this should be seems 
a bit difficult to explain, since it was a woman, Eve, who 
first led man astray. Nevertheless, it is true. For example, 
there is a well-known motion picture executive who has 
mentioned frequently that he values the suggestions of his 
secretary so highly that he often consults her when he is 
in doubt regarding some movie story his company intends 
to produce. “I know all the technical angles and production 
details, of course,” he says. “But this secretary of mine has 
made a life-time career of her job, and I found out long 
ago that she supplies what I lack—a constant, unerring sense 
of spiritual values. Her advice has never proved wrong in 
all the time I've known her.” So, we see that woman’s high 
standards of ethics and morals have proven to be a motivat- 
ing influence in the honorable success of business. 

May God bless you—we don’t know what we'd do 
without you! 








Pictured from left to right is Amos Kramer, Manager of the 
Kansas University Extension Division in Wichita, Frances 
Alley, President of Minisa Chapter, and Bob Langenwalter, 
Secretary of the Wichita Bar Association and one of the speak- 
ers on the five weeks lecture course sponsored by Minisa Chap- 
ter of Wichita, Kansas, and presented by the Extension Division 
of Kansas Universitv, 


The Minisa Chapter has sponsored a number of K. U. 
Extension courses in the past on subjects of value to secre- 
taries and office workers. This Course, “You, The Secre- 
tary,” was very timely, and the five speakers were outstand- 
ing in their particular fields. There was an enrollment of 
one hundred and twenty-five girls. The program covered 
the following: 

1. “My Evaluation of the Qualifications of a Good Sec- 
retary. —by Bob Langenwalter, Attorney. 

2. “Fashion vs. Style—the Wordrobe and Use of Ac- 
cessories’—by Julianne Weaver, Fashion Coordinator of 
Geo. Innes Co., Wichita. 

3. “The Control of Office Work”—by L. J. Hale, Kan- 
sas City Life Insurance Co., Kansas City, Mo. 

4. “Personality’—by Tom Hutsell, Director of Train- 
ing, Western Auto Stores, Kansas City, Mo. 

5. “Human Relations in the Office’—by Fred Sharpe, 
Extension Lecturer, University of Kansas, Lawrence, Kan- 
sas. 

As a direct result of this Lecture Course, Minisa Chap- 
ter gained eight new members who were recently initiated. 
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1. The Hush-A-Phone snaps on the mouth- 
piece of the phone—weighs 5 ozs. Safe- 
guards privacy, prevents phone talk an- 
noyance and improves phone hearing in 
noisy places. Manufactured by Hush-A- 
Phone Corp., 65 Madison Avenue, 715, 
New York, New York. 








2. The Paramount Electronic Recorder, made by the Paramount Dic- 
tating Machine Corp., 29 E. 22nd St., New York 10, N. Y., is a small 
unit which converts old style Ediphone or Dictaphone acoustical dic- 
tating machines to electronic crystal! operation. The unit incorporates 
a simple amplifier and hand microphone. 





3. With the new Bind-All Binder you can make a book out of your 
copies of THE SECRETARY, or anything else in your office you wish 
to save for display or your permanent files. So constructed as to hold 
one, six, or a dozen magazines. Finished in grained imitation leather. 
Write to the Collier Manufacturing Co., 430 W. Grant, Chicago, III. 





4. Ideal for small offices, the MailMaster opens, seals and affixes postage 
stamps. The unit holds 500 stamps. It has a soft grey finish, retails at 
$52.50 plus tax and is guaranteed. Immediately available through Com- 
mercial Controls Corp., One Leighton Ave., Rochester 2, New York. 





5. For an entirely new system of addressing shipping labels, write to 
the Master Addresser Company, 6500 ° e Street, Minneapolis 16, 
Minnesota. This system allows printing of up to 200 labels from one 
master copy. The original copy is made as you type the order. 





6. A mew accounting machine for posting accounts receivable with 
original statement and original ledger has been introduced by Under- 
wood Corporation, One Park Avenue, New York 16, N. Y. Manual 
operating effort has been reduced to a minimum. Write for additional 
information. 
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The Mechanics of Success 


REX G. BAKER—Raised on farms and ranches near Gold- 
thwaite and Medina, Texas. Did not attend affiliated high 
school, but entered University of Texas by taking entrance 
examinations. Obtained B.A. and LL.B. degrees from The 
University of Texas. Phi Beta Kappa; honor graduate of 
Law School. Served almost two years in World War I, ob- 
tained rank of Captain during war and later Major and Lt. 
Colonel in reserve corps. Practiced law for about one year 
in Beaumont, Texas immediately after World War I. Em- 
ployed in the Law Department of Humble Oil « Refining 
Company in 1920. Served several years as Director of Hum- 
ble Pipe Line Company. Elected Director and General 
Counsel of Humble Oil « Refining Company in 1943 and 
has served in those capacities since that date. Member Hous- 
ton Bar Association, Texas State Bar, American Bar Assoct- 
ation, International Bar Association, and American Law 
Institute. Elected Vice President May 14, 1951. 





Ladies and Friends: It affords me a genuine pleasure to 
be with you today and to bring you a few thoughts on the 
subject of success. Most of you, I should think, are living 
successful lives, and what I shall say will open no sesames 
of successful living to you. 


When Miss Gertrude Birkman invited me to speak to 
you today, I was requested to use the subject “The Me- 
chanics of Success.” The more I thought about the title, the 
less success I believed I could have with it. 


Actually there is no mechanical blue print, no set formu- 
la, for success any more than there is a royal road to it. Suc- 
cess stems from personality, and there is no prescription 
by which it can be achieved. 


“Success” is an elusive term. It is defined in part by 
Webster's New International Dictionary as “**** succeed- 
ing fully or in accordance with one’s desires; favorable 
termination of a venture; often specifically the attainment 
of wealth, position, fame, favor, or the like; ***” This 
definition is rather restrictive and carries a mercenary con- 
notation. Perhaps we should look at success in a broader 
sense. 


As for “mechanics” the same Dictionary says it is “*** 


The art of shaping and assembling the parts of machines 
and structures *** The arrangement and relation of the 
working parts of a machine, device, or process; ***” 


It is apparent that the two terms are incompatible. On 
the one hand we are dealing with people, what they are, 
how they think, what they do, and the fruits that come out 
of their lives. On. the other hand we are dealing with ma- 
chines and mechanical processes. People are not robots and 
they cannot be classified, catlogued, or appraised in mere 
mechanical terms. Perhaps we had better forget. about 
mechanics entirely and just talk about some of the things 
that make for successful living rather than try to lay down 
some rules that can be followed in achieving success. Actu- 
ally there are no such hard and fast rules. By the rule book 
Lincoln had no chance to succeed while he was yet a lad. 


Fourteen 


by Rex G. BAKER 


Unfortunately, most of the books and pamphlets written 
today about success (and you'd be surprised at how many 
people have advanced sure-fire methods of achieving it) 
have a curious emphasis on making more money. Money 
is important—there is no question about that—but if it 
were the only goal we had, the only measure of success, 
most of us would live drab and dreary lives, indeed, and be 
utter failures. 

What, then, are some of the elements that make for 
successful living, and how have they shaped the lives of 
successful people? There are many; I shall discuss only a 
few which seem most important to me. Among them are 
love of fellow men, energy and the will to accomplish some- 
thing worthwhile, imagination, and courage. 


LOVE OF FELLOW MEN 


First, in order of importance, I place love for our fellow 
men which, in turn, comes from love of God. Christ him- 
self advanced that thesis when he bade us to love the Lord 
our God, and our neighbor as ourselves. We cannot really 
love our neighbor without loving God, who created him. 


Leigh Hunt was writing about such a relationship when 
he composed the familiar poem, Abou Ben Adhem. You 
remember the story. Abou awoke one night to find an angel 
in his room, writing busily in a book of gold. When asked 
what was being written, the Angel replied “The names of 
those who love the Lord.” 


“And is mine one?” said Abou. “Nay, not so,” 
Replied the Angel. Abou spoke more low, 
But cheerily still; and said, “I pray you, then, 
Write me as one that loves his fellow men.” 


The Angel wrote, and vanished. The next night 

It came again with a great wakening light 

And showed the names whom love of God had 
blessed, 

And, lo! Ben Adhem’s name led all the rest.” 


Love of humanity, and a desire to do something that 
will bring happiness to others are things that ennoble the 
mind and exalt the soul. It was this feeling that was the 
whole motivating purpose in the life of Jane Addams, one 
of our great humanitarians. Shocked at the misery and dis- 
ease that went with being poor in American cities, Miss 
Addams decided to do something about it. She abandoned 
her own easy life of wealth and position and moved to Chi- 
cago, where in 1889 she established a sanctuary known as 
Hull House. To Hull House, in the city’s slums, came the 
and a chance to re-establish themselves as useful citizens. 
weary, the sick, and the poor; there they found rest, food, 


One evening, not long after Miss Addams had moved 
to Chicago, she was awakened by a noise in her third-floor 
apartment. Turning on the light, she surprised a burglar at 
his work. The burglar was the more frightened of the two, 
and made a move as if to jump out of the window. Jane 
Addams restrained him just in time: 
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“Don’t jump; you may be killed,” she warned. “This is 
the third floor.” 


For a moment, the burglar showed only surprise. Then 
he answered, in despair, “Why not? I might as well be 
killed as stay here, have you turn me in to the police, and 
spend a long hitch in jail.” 

There was something about the man and his manner 
that interested Miss Addams. Assuring him that she had no 
intention of turning him over to the police, she persuaded 
him to sit down and outline to her what turn of mind, 
what failures, what frustrations and bitter experiences had 
brought him there. 


It was a long and searching conversation. At the end, 
to the burglar’s amazement and complete unbelief, Miss 
Addams asked him to report for work the next morning at 
Hull House. He did, and worked there the rest of his life, 
a living monument to one human being’s faith in another. 


All through history and literature we read about men 
and women who have shown understanding, compassion, 
and loving kindness to others. It is the old story of the 
Good Samaritan, told over and over again. And, in every 
case, these men and women of good will are marked by 
greatness. Certainly they are the sort of people we can con- 
sider successful. 


ENERGY, AND THE WILL TO WORK 


Nothing will be accomplished unless someone, some- 
where, has the will to achieve something worthwhile, and 
the energy to carry the job through to completion. With- 
out work, our noblest and worthiest ideas would be but 
empty dreams. How much longer, for example, would the 
world have had to wait for radium, if Mme. Curie had 
shown little zest for her work—each day deciding to put 
off some difficult job “until she felt more like it.”? 


In many cases, a will to work has been the one thing 
that has set quite ordinary people above the genius. Thomas 
Edison knew what he was talking about when he defined 
genius as “one per cent inspiration and 99 per cent perspir- 
ation. 


A will to work has characterized great people—success- 
ful people—everywhere since the beginning of time. And 
it must be truthfully said that men have no monopoly on 
it. Clara Barton, founder of the Red Cross, loved work. She 
remarked often of the job at hand: “I try hard to get it out 
of the way so as to go on and do the next.” She put that 
philosophy of work into productive practice during the 
Civil War, shocking everyone when she insisted on treating 
men as they lay wounded on the battlefields. In her time, it 
was almost unthinkable that women should work in field 
hospitals, much less on the battlefields! 


A contemporary of Miss Barton, also a nurse, held that 
the best way to deal with a difficult task is to meet it head- 
on, unflinchingly and with no thought of the effort in- 
volved. She was Florence Nightingale, who wrote after the 
Battle of Bala-Clava during the Crimean War: 


“At the hospital . . . there are no clean shirts. The 
men have only rags saturated with blood . . . The 
hospital has been transformed from a barrack .. . 
and underneath its imposing mass are sewers load- 
ed with filth .. . The wards are infested with rats, 
mice, and vermin. Flooring is defective; furniture 


and even the commonest utensils for cleanliness, 
decency and comfort are lacking. The vermin 
might, if they had but unity of purpose, carry off 
the four miles of bedding on their backs and 
march with them into the War Office in London.” 


This is not a pretty or efficient picture, contrasted with 
today’s modern hospital! Yet by sheer force of will power, 
by sheer drive and energy that would not be denied, Flor- 
ence Nightingale within a few months had reduced the 
death rate in that pitiful “hospital” from 40 per cent to 
less than 3 per cent. That took hard work, and plenty of it, 
guided by a loving heart; the kind of hard work that seeks 
only to get the job done, and is not interested in medals 
and glory. In his “Charge of the Light Brigade,” Tennyson 
pictured the action at Balclava as a glorious blunder. There 
was no glory in it for Florence Nightingale. She saw only 
the suffering and horror and death that were the battle’s 
aftermath. But in it all she stood forth in her true great- 
ness, a remarkable success. 


IMAGINATION 


The lives of successful people have all been marked by 
an ability to recognize opportunity when it presented itself. 
That, in fact, appears to be a prime ingredient of success— 
to be able to recognize one’s opportunities and exploit them 
to the fullest. To do that, one needs a vivid imagination; 
not the kind that spends itself in day-dreams, but the kind 
that cuts through to the heart of any problem. 


The really great people of this world have always had 
a mission in life; but more than that, they have had the 
priceless spark of imagination, the inventiveness, the in- 
genuity to shape a successful course in order to accomplish 
their mission. You ladies may wish to give it some other 
name, such as intuition. And let me say right here that 
a woman's intuition is nothing to be disparaged. It is 
keener and often more dependable than a man’s logic. 


Famous women like Joan of Arc and Susan B. Anthony 
used imagination intelligently and productively to achieve 
their missions in life. One sought to save her country; the 
other sought equality for her sex. 


It took imagination—and a good deal of persuasiveness 
that comes from faith in oneself and faith in God—on the 
part of the lowly peasant maid of Donremy to convince the 
Dauphin of France that she had been ordained to raise the 
siege of Orleans and drive out the invading English. But 
convince him she did, and conquer she did—only to be re- 
warded with death at the stake because she clung stead- 
fastly to her faith and her God. 


Susan B. Anthony, like Joan of Arc, was described in 
her childhood as “not like other children.” And indeed she 
was not. Early in life, she began to rebel against convention 
—to dream of ways to improve the lot of woman in a man- 
made world. She was appalled that woman had so few civil 
and political rights. Upon investigation of the legal status 
of her sex, she found that woman had been relegated to a 
position of undignified inferiority. 

We are all familiar with Miss Anthony's long fight for 
women’s rights, especially the right to vote. And I think we 
must agree, looking around this audience, that she fought 
well and successfully. We owe her a debt of gratitude for 
correcting a bad situation. 
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Along with her imagination and energy, it can be add- 
ed that Miss Anthony had a sharp and biting wit. Once, 
Horace Greeley unwisely chose to be sarcastic with her dur- 
ing an interview. 


“Miss Anthony,” he mocked, “ you are aware, are 

you not, that the ballot and the bullet go together. 

If you get the vote, are you also prepared to fight?” 

“Why, certainly, Mr. Greeley,” she snapped in- 

stantly. “Just as you fought in the Civil War—at 

the point of a goose-quill!” 

Thus Joan of Arc lost her own life but saved France, 

and Susan B. Anthony did much to break fetters that bound 
womanhood. Both climbed high on the ladder of success. 


COURAGE 


In this age of uncertainty and fear, the importance of 
courage to a successful life cannot be too strongly empha- 
sized. Courage often works wonders where all else has 
failed. Possibly that is because courage cannot come from 
any source but faith; it is faith that gives us the courage to 
face the problems of the day, and to hope that tomorrow 
will bring better things. 

That was the kind of courage and optimism Robert 
Browning was thinking of when he wrote the opening lines 
of Rabbi Ben Ezra: 


“Grow old along with me! 

The best is yet to be, 

The last of life, for which the 

first was made: 

Our times are in His hand 

Who saith “A whole I planned, 
Youth shows but half; trust God: see 
all nor be afraid!” 


Men have no monopoly on courage. It took courage on 
the part of our pioneer women as they moved westward 
with their men across new frontiers, facing death and pri- 
vation and the terrors of an unknown land. 


It took courage for Jane Addams to draw way from a 
sheltered life of ease and security to serve the poor, miser- 
able creatures of Chicago’s slums. It was she who said: “We 
must do what we are afraid to do.” That states the case for 
courage very simply. 

It took courage for Susan B.. Anthony to stand up and 
fight under the ridicule, the invective, and the downright 
violent opposition of a world that up to that time had ac- 
cepted only man as master. 

It took courage for Elizabeth Barrett to break away 
from a cruel and domineering father and marry Robert 
Browning. 

It took courage for Helen Keller, deprived in childhood 
of sight, hearing, and speech, to overcome her own mis- 
fortunes and make of her life a beacon of light to inspire 
afflicted people everywhere. 

Courage is a remarkable and a precious thing; no one 
can be truly and lastingly successful without it. 


There is far too little real courage among us nowadays. 
In the midst of plenty, we are too quick to bewail our 
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wretched lot. In the midst of safety and comforts our grand- 
parents never dreamed of, we have become a nation of cry- 
babies and are losing the spark of self-reliance which has 
made this country great and brought the successful life to 
millions. 


What can we do to be successful? That depends upon 
the individual and what he or she is. Successful life is an 
offspring of personality. It can come only to a loving heart. 
It is a product of the imagination. It can be realized only 
by those who have the will and energy to succeed, and the 
courage to face squarely the problems of life. The countless 
mothers of our land who make Christian homes and teach 
their children to be good citizens are the paragons of the 
successful life. Success comes from the application of mind, 
energy, charcter and faith to the opportunities which come 
our way. There are still ample opportunities for those who 
have imagination enough to recognize them and have the 
energy, the strength of character, judgment and spirit to 
exploit them. Our geographical Wests have vanished, but 
many of our spiritual frontiers still lie out before us unex- 
plored. We must learn to find our happiness and success 
in improving the opportunities that come to us each day in 
the home, at the office, at work, at play and in hours of de- 
votion. With reliance upon God, due consideration for 
others and faith in ourselves, we can live the successful life. 





WHICH PHONE 
PROBLEM IS YOURS? 


And what do you know about the Hush-A-Phone 
though it has been on the market for thirty years. 





PRIVACY: 
For the secretary: 


1. Avoids disturbing the 
“Boss” when taking care 
of phone calls—promotes 
office quiet. 

2. Safe-guards confidential 
conversations. 

3. Reduces nervous tension 
and fatigue because it 
gives good reception at 
the other end of the line 
though using a relaxed 
conversational volume of 

Hush-A-Phone Wt. 5 ozs. voice. 


The “BOSS”: 
Gives him control of privacy even with visitors at his 
desk; reduces nervous tension and fatigue; improves hearing. 


The Office as a Whole: Reduces the noise level by elim- 
inating the clamor of phone talk. Improves phone hearing. 





A Good Secretary informs berself 
Write for literature. 


HUSH-A-PHONE CORP. 
Room 715, 65 Madison Ave., N. Y. C. 16 











NEWEST HONORARY MEMBER 





EVERYBODY CALLS HIM “DAR- 
LING!” And, we might add, Mr. Dar- 
ling is back and NSA has him—as a 
National HONORARY MEMBER. 

This Honorary Membership was be- 
stowed upon STANTON G. DAR- 
LING, Attorney, of Columbus, Ohio, 
on June 20, 1951, for his past meri- 
torious service and assistance to the 
Special Investigating Committee. In 
view of the words of our Immediate 
Past National President in her recent 
convention welcome, “We have gained 
the independence of our association,” 
it seems only fitting that this belated 
Honorary Membership should have 
been granted at this time to a young 
man who had so much to do with our 
having gained this freedom. 

Mr. Darling probably claims two 
distinctions in the acceptance of his 
Honorary Membership in our Associ- 
ation; (1) that he is the youngest 
Honorary Member, having just turned 
31 years of age; (2) that he was the 
only “boss” in the SIC setup who came 
in personal contact with Mr. Bufton 
during the work by this committee. 

Stanton G. Darling was born in 
Loudenville, Ohio, where he received 
his early schooling. He attended Ohio 
State University, Columbus, Ohio, for 
seven years, where he received his B.A., 
and L.L.B., degrees. His collegiate train- 
ing was interrupted when in 1941 he 
joined the United States Armed Forces 
of World War II. He became a First 
Sergeant of the 442nd Combat Divi- 
sion of the Infantry. His was the only 
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all-Japanese Company in World War 
II, and served in the European Theatre. 
Incidentally, Mr. Darling reminds us 
that the current motion picture, “Go 
for Broke,” is the story of his former 
442nd Combat Team. Mr. Darling was 
awarded the Purple Heart; Bronze 
Star; and four campaign stars while in 
the service. While stationed in New 
York State, he met and married his 
wife, Carolyn, and is now the father 
of two children, Stanton, II, and Kaye. 


Mr. Darling entered the practice of 
law immediately following his gradu- 
ation from Ohio State University Law 
School in June of 1948. He is located 
at 9 East Long Street, Columbus, Ohio. 


Mr. Darling’s interest and untiring 
efforts on behalf of our Association in 
connection with the SIC, may be best 
expressed in his own words of ac- 
knowledgment of his Honorary Mem- 
bership: 

“This is to acknowledge notifica- 
tion of this date of my appointment 
as an honorary member of NSA. 


“I did not engage in legal work 
on your national contract with a 
view in mind of financial remuner- 
ation nor did I expect that the As- 
sociation would bestow an honorary 
membership, if for no other reason 
than my age. 


“My contact with the Association 
started through Mrs. Horchow, my 
secretary, and past President of the 
Columbus Chapter, whose unbound- 
ed enthusiasm for the work caught 
my interest. I sincerely feel that 
yours is one of those organizations 
that has a more formidable reasori 
for its existence than most associa- 
tions with which I have ever been 
connected. I believe that the Associ- 
ation has done much and can do 
more for the secretarial profession. 


“It is not unsafe to say that the 
greatest asset that most businessmen 
have is a good secretary and this is 
especially true of lawyers who do 
not deal in tangible assets.” 


National Secretaries Association 
proudly welcomes you, STANTON G. 
DARLING, as one of its newest HON- 
ORARY members. 





“SECRETARIES FOR A DAY” 





High School Juniors were “Secre- 
taries for a Day” on May 10 at Fort 
Smith, Arkansas when they were guests 
of the Bill Darby Chapter of NSA. 
The students were assigned to as many 
different types of business offices as 
possible, such as lawyers, physicians, 
office supply, public utilities, county, 
city and U. S. government, ice and ice 
cream industry, public accountants, bur- 
ial association, and many others. This 
was done in order to give the to-be 
secretaries a broad picture of the busi- 
ness world and its activities, and the 
responsibilities and place of the sec- 
retary in such a business world. 


Juniors rather than seniors were 
guests as school authorities felt they 
would profit more since they had an- 
other year in school, and this would 
give them an opportunity to profit 
from their observations. In some offices 
the girls were given actual work to do. 
For instance, in the circuit clerk’s of- 
fice a mortgage was recorded, in an- 
other office the day’s bank deposit was 
handled, while in the city water office 
the “secretary” closed a contract for 
services. The handling of telephone 
calls and office callers, the taking of 
dictation, filing, and the many other 
details which are not easily enumer- 
ated but are found in the life of every 
office secretary were observed. Each 
girl was to report back to the full 


class on her experiences of the day. 
(Continued on page 18) 
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The “Boss” receiving honors in the above 
picture is Mr. Aaron H. Huguenard, 
South Bend, Indiana attorney. With him 
is Mrs. Julia Mason, his secretary and a 
member of the River Bend Chapter. 


NORTHWESTERN DISTRICT NEWS 
Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 

The recent luncheon and fashion 
show given by the EVERGREEN 
CHAPTER, Denver, Colorado at the 
Park Lane Hotel, broke eleven previ- 
ous attendance records. Summer fash- 
ions were presented by Gano Downs 
and modeled by Evergreen members. 
An interesting feature of the afternoon 
was the music provided by Mrs. Daisy 
Maud Underwood at the Hammond 
Organ and the Singing Secretaries. The 
COLUMBINE CHAPTER, Denver, is 
sure that no Ways and Means project 
could be more entertaining, require 
less effort, or make more net profit 
than the box supper recently held, 
complete with an energetic auctioneer 
and plenty of lively bidding. 

The AK-SAR-BEN CHAPTER, 
Omaha, Nebraska, celebrated its ninth 
year with a week-end birthday party. 
Seventy - five guests, including girls 
from NSA Chapters in Nebraska, Iowa 
and Missouri, were present. The guest 
speaker for the Saturday evening din- 
ner at the Hilltop House was Gover- 
nor Val Peterson who came from Lin- 
coln, Nebraska with his wife and sec- 
retary. Also present were Thomas R. 
Niven, D.D. and Mrs. Niven. Dr. Niv- 
en gave the invocation and benedic- 
tion. On Sunday a brunch was held at 
the Fontenelle Hotel, after which 
Florence Crawford, Executive Secre- 
tary, gave a talk. The week-end was 
rounded out with a special tour through 
Boystown, arranged by Mr. Patrick 
Okura, Staff Psychologist at Boystown. 
Mr. Okura conducted the group 
through many of the places and activi- 
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ties of Boystown not ordinarily seen 
by tourists. 

In connection with Civil Defense 
made a complete survey of all panel 
work, the AK-SAR-BEN CHAPTER 
trucks available in Omaha and the sur- 
rounding area to be used for emerg- 
ency ambulances in case of attack. 

When the SACAJAWEA CHAP- 
TER, Seattle, Washington installed its 
officers, it was honored with the pres- 
ence of Elizabeth Scott, National Presi- 
dent, and Ann Dodge, Northwestern 
Vice President. Mrs. Scott was in Seat- 
tle to participate in a workshop sched- 
uled at the University of Washington, 
one of the newly selected examining 
centers for the CPS examination. She 
addressed a group of state teachers, 
outlining the aims and progress of the 
CPS program. 

Several Seattle members were guests 
at the installation of officers held by 
the OLYMPIA, WASHINGTON 
CHAPTER. All present enjoyed a so- 
cial visit after the meeting and delici- 
ously tangy punch provided by Mrs. 
Dodge, the Northwestern Vice Presi- 
dent. The SPOKANE, WASHING- 
TON CHAPTER has chosen Miss Ger- 
trude Lewis, a charter member of the 
chapter, as “Miss Secretary of 1951.” 
This award will be an annual one given 
for outstanding service to the local 
chapter. The SPOKANE CHAPTER 
also held a successful “Game Night” 
to raise funds to send a delegate to 
Houston. This will be an annual “fund 
raising” project. 





MISS GERTRUDE LEWIS 
SPOKANE, WASHINGTON’S 
“MISS SECRETARY OF 1951” 





NEW CHAPTER FOUNDED 

The River Bend Chapter of South 
Bend, Indiana, has founded a new 
chapter of the National Secretaries As- 
sociation in the nearby city of Elkhart, 
Indiana. 

The first of June of this year the 
new chapter was in the embryonic 
stage. During the course of an ordinary 
conversation with a member of the 
River Bend Chapter an Elkhart secre- 
tary expressed the desire for an organ- 
ization in Elkhart such as South Bend 
has. That was an incentive. Fired by the 
ever-present enthusiasm of Marie Luth- 
er, Chapter Advisor and Charter Mem- 
ber of the River Bend Chapter, the 
South Bend members went to work. 
Research began. Long hours were spent 
in letter writing and personal contacts. 
Many trips were made to Elkhart to 
talk with employers as well as secre- 
taries. 

On June 28 in the Elkhart Hotel at 
a social hour seven members were 
signed for the new Elkhart Chapter. 
That was most encouraging. More con- 
tacts were made. As a climax, on July 
19 at the Elkhart Hotel the new chap- 
ter was installed with a total of six- 
teen members. 

The appointed officers for the new 
chapter are: 

Becky Heal, President 

Bess Miller, Vice President 

Jean Rheinheimer, Treasurer 

Joyce Love, Recording Secy. 

Mary Jane Bryant, Corresponding Secy. 


“SECRETARIES FOR A DAY” 
(Continued from page 17) 

Since this was the first time for this 
project, chapter and school authorities 
thought it best to have the girls in the 
offices for only half a day, but it was 
found that this was too short a time 
to give a true picture of the secretary's 
work day. 

The “Secretaries for a Day” project 
was a follow-up of Career Day at the 
local high school during which busi- 
ness and professional men and women 
met with groups of high school stu- 
dents and discussed the outlook, re- 
quirements, advantages and disadvan- 
tages of the various careers. A member 
of Bill Darby Chapter of NSA repre- 
sented the secretarial profession on 
this occasion. 

The chapter was commended highly 


. for its cooperation and asked to make 


it an annual affair. Good publicity was 
given in the local newspapers. 
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ITEMS OF INTEREST IN NSA 


The June issue of THE SECRETARY carried the story 
of work being done for the Indians at Haskell Institute. We 
wish to inform our readers that this story was prepared for 
the magazine by the JAYHAWK CHAPTER, Lawrence, 
Kansas, and that the photographs were through the courtesy 
of the Haskell Photography Department. 





WINNERS OF NATIONAL BULLETIN CONTEST 
First Place: Evergreen Bark, Denver, Colorado 
Second Place: Subscriber, Los Angeles, California 
Third Place: Moon Beams, Austin, Texas 





NEW DISTRICT REPORTERS 


NORTHEASTERN DISTRICT 


Mrs. LEO HORCHOW 
c/o J. C. Breyfogle 
74 East Gay Street 
Columbus 15, Ohio 


NORTHWESTERN DISTRICT 


Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 


SOUTHEASTERN DISTRICT 


MIss ODESSA HENSON 
c/o Rich’s, Inc. 
Atlanta, Georgia 


SOUTHWESTERN DISTRICT 


Mrs. GLADYS V. BAUER 
1930 Arizona Avenue 
Santa Monica, California 





We have completed the entire analysis of the survey 
and from time to time we shall publish some of the interest- 
ing facts. This month we are printing a comparison between 
the secretary in a small town and one in a large town: 


Marital Status Own Cars 


Single *46.9%  +50.0% 

* 15,000 and under Married *36.6% 129.8%  *60.5% 
Divorced *13.7% +16.0% 

+400,000 and over Widowed * 2.8% + 4.2% 152.7% 


Wardrobe Expenditure 


Population 


Average Salary 
*$233.91 *$414.84 
+$286.77 +$511.39 


“NSA IN THE NEWS,” August 8, 1951, Pathfinder 
highlighted, NSA, CPS, and the “Secretary of the Year.” 
We appreciate this recognition from such a widely read 
and interesting magazine. Thanks for bringing NSA to 
your 1,200,000 readers. 


The biggest project undertaken to date by the Poppy 
Trail Chapter of the National Secretaries Association, Fres- 
no, California, is the creation of a revolving scholarship 
fund of $500. Members voted recently to begin working 
toward the establishment of this fund which will be used 
for the education of girls in secretarial training. 


The fund will become a reality through contributions 
of each member of the club, and each girl must raise her 
quota in some special way other than through her regular 
earnings. Other means of adding to the fund will be special 
events sponsored by the club from time to time. The first 
such event will be a booth at the Public Market on August 
4th where ice cream made from an old-fashioned recipe 
and homemade cakes will be served by members of the club. 
Cakes to take home also will be on sale. 

Miss Helen McGovern is President of the club and the 
fund will be under the supervision of Miss June Murdock, 
the club treasurer. 


Mesdames. Helen Watters and Erma Bell of the Ways 
and Means committee of the club are making plans for 
future events to be held to augment the fund, and six 
months is the time allotted for the complete establishment 
of the fund. 





St. Paul Chapter Sixth Annual Boss Night Dinner, St. Paul 
Athletic Club, St. Paul, Minnesota. (L. to R.) Zoe M. England, 
Corresponding Secretary and Ardietta Decker, Chapter Presi- 
dent, with their respective employers, Mr. William D. Clapp, 
President of Clapp-Ehomssen Company and Mr. Stanley W. 
Rindfleisch, Vice President, Brown & Bigelow Advertising. 





HERE'S YOUR MAN 


ATLANTA, The Tidwell Company 
AURORA, Panama-Beaver, Inc. 
BALTIMORE, 

Coronet Carbon & Ribbon Co. 
BATON ROUGE, 

Kuhimann Office Supply 
BEAUMONT, Vondersmith Co. 
eo Kime Company 
BOSTO 

Menttold Supplies Co. of Mass. 
BUFFALO, Century Carbon Co. 
CHATTANOOGA, Panama-Beaver, Inc. 
CHICAGO, Panama-Beaver, Inc. 
CINCINNATI, Panama-Beaver, Inc. 
CLEVELAND, Panama Carbon Co. 
COLUMBIA, S. C., 

A. Hines McWaters 
COLUMBUS, Panama Carbon Co. 
DALLAS, Panama Carbon Co. 
DAVENPORT, Panama Carbon Co. 
DENVER, Commercial Products 
DES MOINES, Panama, Carbon Co. 
DETROIT, Panama Carbon Co. 

EL PASO, The Office Supply Shop 
EVANSVILLE, Panama-Beaver, Inc. 
FORT WAYNE, Panama-Beaver, Inc. 
FORT WORTH, Mayton & Roddy 
HARRISBURG, 

Coronet Carbon & Ribbon Co. 
HOUSTON, 

Benson Carbon & Ribbon Co. 
HUNTINGTON, 

Huntington Typewriter Co. 
INDIANAPOLIS, Panama-Beaver, Inc. 
JACKSON, Standard Stationers 
JACKSONVILLE, FLA., 

Panama Carbon Company 
KANSAS CITY, Panama-Beaver, Inc. 
KNOXVILLE, Panama-Beaver, Inc. 
LOS ANGELES, 

Wilson's Carbon Co., Ltd. 
LOUISVILLE, Panama-Beaver, Inc. 
MARQUETTE, 

Upper Peninsula Office Supply Co. 
MEMPHIS, Panama-Beaver, Inc. 
MIAMI, Panama Carbon Company 
MILWAUKEE, Panama-Beaver, Inc. 
MINNEAPOLIS, Panama Carbon Co. 
MOBILE, Office Supplies, Inc. 
MONTREAL, CANADA, Stencils Lid. 
NASHVILLE, Panama-Beaver, Inc. 
NEW ORLEANS, Panama-Beaver, Inc. 


j i i i NEW YORK, 
..first, I thought the Panama-Beaver Man was just clever in getting me to admit ap OE EES. 


i NEWARK, 
my letters and carbon copies were not as good as I have seen. Then, he proved to gg RR ESS 
me how easy it is done. With a Panama-Beaver typewriter ribbon he showed me OKLAHOMA CITY, Branham’s, Inc. 


: : : : : OMAHA, P. Carbon C. y 
how to type those really crisp sparkling letters like so many we get in the mail. He ee 


: ° - H Col A iates 
showed me what to do to get carbon copies that are smudge-free and require no FONNR, Piksine Bene, fic. 
; i PHILADELPHIA, 
special effort to be easy to read no matter how many I had to type at one time. rots amy ig 
Just to show you how helpful he is, in a few minutes we reviewed all of our PITTSBURGH, Panama Carbon Co. 
PORTLAND, Simmons Carbon Co. 


office and duplicating machine supplies and again, one after another, I learned RICHMOND, 
Cole, Harding & James, Inc. 


easier and better ways to get clean, clear, crisp copies and longer use from smaller ROANOKE, Caldwell Sites Co. 
: . ROCKFORD, Panama-Beaver, Inc. 
supply inventories. ’ ; ST. LOUIS, Panama-Beaver, Inc. 
The big thing to me is to finally have someone who knows the right type of ST. PAUL, Panama Carbon Co. 
P ° ° ° ° . SAN ANTONIO, Paul Anderson Co. 
inked ribbons, carbon papers and duplicating supplies for our machines and work. SAN FRANCISCO, Panama Carbon Co. 
P ° : , SPOKANE, Imperial Carbon Co. 
I'll admit my guessing, until I gave the Panama-Beaver Man a chance, was expen- TAMPA, Stallings Jenkins Co. 
sive and didn’t do work nearly as well. And, just think, he relieves me of all that ee Carbon Company 


responsibility and now our work is easier to do and certainly far better looking. Coronet Carbon & Ribbon Co. 
WAUKEGAN, Panama-Beaver, Inc. 


WICHITA, Panama-. ug Inc. 
WINNIPEG, CANAD. 


CALL YOUR LOCAL PANAMA-BEAVER MAN~~@luays_2 Lie wite ORs Bray & Co. Li 
UMN ame -/: 





INKED RIBBONS FOR EVERY OFFICE MACHINE CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFICE 
P..B. Master Backing Sheet Duplicating Carbon Paper 


Patented Racer Arms Unimasters for all liquid, 
spirit or chemical machines 


Accounting Ribbons Billing & Bookkeeping Machines Accounting Carbon Paper Payroll Carbon Paper 
Adding Machine Ribbons Multilith Ribbons Billing Carbon Paper Pencil Carbon Paper 
Addressograph Ribbons Portable Typewriter Correspondence Carbon Printers’ Carbon Paper Unistencils 
Ribbons Paper Register Rolls—All machines Stencil Inks 
Teletype Ribbons Legal Carbon Paper All widths, all windings Correction Fluid 


Typewriter Ribbons 


Bookkeeping Ribbons Ebony Unimaster 
Ca n Paper Ribbons 
Electric Typewriter 


ALL SIZES » ALL COLORS + ALL INKINGS «+ ALL LENGTHS + ODD SIZES 
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